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SECTION I
GENERAL INFORMATION

101. 'PURPOSE. Operations Branch is responsible to the Maintenance Officer
for the planning and execution of the Division's Controlled Maintenance
Program. Develops and annually updates the Long Range Maintenance Plan;

p}epares the Annual and Quarterly York Programs; screens and classifies

"all work request and issues job orders or emergencv/serv1ce work tickets

for the author1zat1on of work by the Maintenance and Repa1r Branch shops.

The Branch carries out the Cont1nuous (Control) Insnect1on Program and
prenares the Backlog of Ma1ntenance and Repair (BMAR) Report and Projects
Paan. Approves and monitors self-help and troop training projects.
Determines the need for engineering advice and assistance and maintains
Tiaison with the Public Works Division; Atlantic Division, Naval Facilifies .
Engineering Command and other sources of such assistance;. Recommends workﬁ
accomplishment by contract.when such wnrk gxceeds in-hnusé'capabilfty of'is :
more cost effective by,contract pérformance. The Bnanch is the primary 2
point of contact with the Public Works Division in.all matters pertaining ol

to facilities projects and contracfs Add1t1ona]]y, the Branch is respons1b1e
for the Commercial Act1v1t1es (CA) Program as 1t perta1ns to funct1ons

performed by Base Maintenance.. For these functions the Branch prepares the
Penfqrmance Work Statement and the direct ‘labor and materials cdSQ estimate.
éoordinates Base Maintenance CA effnrts with the Mananement Assistan;e Division;i
the Public work§ Department and the Atlantic Djvision, Naval Facilities

Engineering Command.
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102. DEFINITIONS

1. Control Inspection Program. A Controlied Inspection Program, designed to

provide complete annual inspection coverage of all- Marine Corps owned real

stages and reduces cost of repairs.

2. Annual Work Program. Composed of items selected from the first year of [, R

P . |
property facilities aboard the base. Identifies deficiencies in the early ' |
\
|
|

the Long Range Maintenance Plan (LRMP) which can be accomplished within
personnel and funding limitations. The Annual ﬁork Prog;am accounts for all

of the available man-hours of egch work center. Man-hours are first allocated
for accomplishment of emergency/service work and recurring and preveﬁtive
maintenance. Tht remaining man-hours are programmed to accomplish specific
jobs. 1Included in this:Annual Work Program are Maintenance and Repair:Projects
within the Local Commander's Approval Authority of $75,000 for which funds'are ,

available fqr accomplishment by contract.

3. Quarterly Work Plan. .The Quarterly. HWork Plan.is“simjlar.in format-to -.- $m_»m.-wu
the Annual Plan and programs utilization of avaf]ab]e §hop hours for each

cuarter. It also lists épétifit'jobs over 80 man-heurs.to be acéombiished during _'A

* the quérter. {@enty-féve percent of the p1an is reservéd for minor Qork, |

under 60 man-hours, and for unknoWh requirements such'as emergencies and specfa\

command interest projects.

4. Backlog of Maintenance and Repair (BMA#), An end ofithé fiscal year‘repbrt

-measuring the maintenance and repair work which‘remained'as a firm requirement
by the Base's work plan but which lack of resources prohibited actomp]ishmént .

during that fiscal year. : e . o :, a

5. Troop Training/Self-Heip Projects. Hork accomp1ished by military labor.

Self-help work is limited to ‘those types of fasks:norma11y undertaken by a






prudent "homeovner usihg minimum craft skills and sihp]e'handtbo]s. Troop

Training projects are larger maintenance or construction projects done by
trained military personnel and under the supervisicn of a Base Maintenance
representative.

6. Facility Files. Files kept in the Prograrming and Hork Reception Section

for each facility listed on the Long Range Maintenance Plan. Contains a

hjstory of work accomplished and scheduled to be accomplished on the facility.

{
7. Customer Files. Filés maintained in the Work Reception Section of work

reguests submitted by customers. Active work requests are maintained on file

\

until the requested work has been completed. Completed work requests are
maintained for the current year and one year preceeding the current year.

103. POLICIES

1[ Ballfield Repairs. Priority will be assigned by the Director, Operations

- Branch depehdent on specific field, time and resourCes available. Job Orders

to repair ballfields will be wfitten by 31 September of the year proceeding R
jts expected Spring usage. Gener;]]y, priorities wi]l}bé giyen to scbodls_

and fields useq_by Little League or Speciéﬁ Services ofganized leaQQES._ Dirt

will be provided to teaants for se]fjhelp efforts wheﬁ Base Maintenance does

not schedule repairs as needed bj the tenant.

2. 'Beath'Facilities. Repairs for beach fa¢i1itig; dperated by'Specia]Servicés
will be identified jointly with Special Services immediately upon closing of

the beach at the end of the sﬁmmef. Season job orders will then be written ‘

.and'répairs completed prior to the beginning of the following Seaéon; A1l items_;;'

needing repair at this time will be accompTiéhed by Base Maintenance'forces.

B o e

Minor repairs throughout the_summer months wiil.be‘accompIished by Specié] Serviqes

maintenance forces and assisted by Base Maintenance forces when required.







3..-Sqimmin§ Pools. Repairs on outdoor pools will be identified during the

month of October by the Inspection Branch. Repairs will be completed prior
to Memorial Day.

4. Locks and Keys. Base Maintenance will fund repair or replacement

cost for locks or keys for all facilities on base unless the damage or
loss was a result of negligence or abuse. VWhen this occurs, tenant units’

will be charged for labor and materials. -

i104. HAINTENANCE WORK/PROJECT EVOLUTION. A general description is as

follows: A

1. Repair work is identified either by the customer, maintenance shop
personnel or as a result of the Annual Control Inspection.

2. Vhen small enough (Tess than two shops, 16 man-hours and $400 total cost
of labor and materials) a t1cket is written by the Hork Recept1on Sect1on to
have shops comp]ete the work.

3. If work is beyond the scope of a t1cket, a spec1f1c JOb order is wrxtten

by the Planning and Est1mat1ng Sect1on. The JOb order is routed to. the Nork

Reception Section for 1nc1us1on 1n the appropriate Ouarterly Hork Program.

After review and signature approva] by the Operations' Director and assignment

of accounting data by the Finance end Accounting Sectidn, the job'drder 35

sent to the Hork Management §éctien. : .ﬁ._ & | ':-. o T
4. The Work Management Sectigq orders materié]s and Scﬁeduies the work within )

the assigned quarter. it is then completed by theZShops and completion data

is returned to" the Work Reception Section for filing in the Facility Files.

. 5. If projects are of sueh a nature that they are beyond the capability of .

in-house forces or can be most economically accompTished by contfact; they are

sent to the Public Works Division via the Contract Section.






6. The Contract Segtion will supervise the design, construétion and warranty
of such contraét work.in coordination with the Public Works staff.

, ( 105. BUDGETIHNG. Headquérters, Marine Corps provides annual funding for
maintenance and repair of base facilities. Thése are expended by in-house
forces in labor and materials or by awarding contracts to the pfivate’sector'
to comp]ete.particular projects. A1l funds are controlled and monitored by

" tLe Finance and Accounting Section. The Difector, Operations Branch
'périodica11y reviews the statys of funds to insure the budget is balanced
at tﬁe end of the fiscal yéar. ;
106. BRANCH BRIEFINGS. Briefs pertaining to the Opefatioﬁs Branch are

genéra]ly presented to newly assigned Base Maintenance Officers'and Bage/ -
Tenant Commanding Generals. Time cqnstraints and reQueséed'informatibn may
vary but fhé following is generally provided.
- - - . a. Missions of the 0perat1ons Branch. LY : U "-M_M___“'“h#;-ﬂwv;‘_;

b. Branch organ1zat10n and br1ef funct1on of each sect1on dur1ng tourv ' :
of that section. e B '_' TN

- Annual.;nd Quarterly Hork Pndgram§ | _

d. Annual Inspection Summary.and‘Long Range Maintenance’P]ah_

e. Eng1neered Performance Standards Ut111zat1on (EPSU) 4y

f. Emergency Service '

g. Contracting

h. Troop Training/Self-Help
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_Maintenance Officer on all matters concerning the operation of the Branch.

SECTION II
DIRECTOR, OPERATIONS BRANCH -

201. PURPOSE. Estab]ishes policies and procedures and provides overall
direction and guidance to the Operqtions Branch through the five section

supervisors; Reports to the Maintenance Officer through the Assistant

4

1. Implements the policies and procedures established by the Base Maintenance

Officer.

2. Carries out the policies and instructions for Real Property Faci]ifies
Maintenance Management provided by Marine Corps Order P1160Q.7B. .
3 EstabiiShes and enforces internal po]ibies and procedures for the

Operations Branch.

i T il e SN T SR REE S S h e R e e wm ————

203. POINTS OF CONTACT

Base Maintenanéé 0fficér/Deputy Base Maintenance Officer 2511.

Base Maintenance Branch Heads

Assistant Chief of Staff, Comptroller, . S fig 2427/24.28 |
Assistant Chief of Staff, Facilities g 303472504
Assistant Chief of Staff, PersSonnel Services 2524

Assistant Chief of Staff, Logistics L s - 2has

Assistant Chié} of Staff, Training . e - 5326/5720 : o
Public Works Officer, MCB . . - . - S
Head, Design Engineering Branch i 213

Public Horks Officer, NAVREGMEDCEN Fe) 2045

Special Services Officer 2106°







EnQineer Supﬁort Officer, éd FSSG
G-4, 2d MarDiv |
Purchasing and Contracting Officer

Direcpar, Family Housing~

Civilian Personnel Office

CO, Marine Corps Air Station (Helicopter), New River

€0, Marine Corps Engineer School

_ co, Haripg Corps Service Support Schools

€0, Rifle Range -

204. REFERENCES
1. A1l Marine Corps Orders - 11000 Series
‘A11 Base Maintenance, Maintenance Orders

NAVFAC MO 321 and 322

> w N
0 E ) .

Base Orders (Personnel, Performance Appraisals) 12000 series

205. ORGANIZATION. See Branch Organization Chart. . _ ..._._ . .o e .

206. DAILY ROUTINE
1. Check appointments calendar . “ gl

2. Review list of day's activities

3. Review and sign job orders

4. Review Maintenance.Ménagément Report

5. Review job order variances

6. Read incoming correspondence.

7. Assign work to Branch supervisors

8 Review/prépare outgoing correspondence

9. Review weekly shop schedule

10. PReview Quarterly/Annual’¥ork Plans

11. Check maintenance/repair contract status.

12. Review contract plans and specifications

3456
2516
5520/5962
2985/2577
1886

6506/6518 :

7201 |
6101/0503
7186/7118

—————— . & -







13. Check contract funding status °

14. Prepare next day's activity list

—rm et o

.. — —— s .






_ SECTION II!
ASSISTANT DIRECTOR, OPERATIONS BRANCH

301. "PURPOSE. Assist the Director, Operations Branch in his duties and

perform such duties as may be assigned by the Director. Maintain working

relationships as Marine Liaison with civilian and military organizations." ',"7f:,}L

Assume the duties as the Maintenance Management Officer for Base Mainte-
" nance.

302. RESPONSIBILITIES

1. Assists the.yirectbr in routine daily functions. Makes routine decisions
in areas of responsibility delegated by the Director.

2. Assumes the duties of Director, Qperaticns Branch in the absence of thé
Director.- .

3. Reviews and routes incoming correspondence pertaining to the Minor

- e iee, e e m ) ce——— -

ConstructionA(R-I) Prsé}ém:.'ktis as.{¥é¥;6nﬂggigégﬁithe Oparations Branch
and the Assistant Chief of Staff, Faci]itigs on R-1 Prbjects.

4. Reviews and signs out all correspondence return;ﬁg viork requests to
customers because of incomplete information-on reqﬁests or disappr09§1.of
work request. . ‘ .' |

5. Reviews specific maintenance job ordefs and’gfves sighaturé autﬁorizatfon
of the viork when authorization is delegated by the Director. |

6.‘ Reviews weekly shop scheduieé'prepared by the York Management Section to
fﬁsure conformity with the Quarterly Work Program. = '

7. Authorize routine changes to the Quarterly Work Program to accommodate

unanticipated requirements and consult with Director on significant changes.






8.',3eso1ve specific problems on material procurement/deiiveries with Direct
Suppoét‘Stock:Control and the Purchasing and Contracting Division when requested
by the Supervisér, Work Management Section.

: 4 Asgist the Director in determining the most effective allocation of
available resources.

10. On call for after hours emergency maintenance aﬁd approval‘of overtime
during that time.

11. Supervise the operation of the Disaster PreparedneséMControl Center'wheﬁ

required. ' ¥
b Y

12. Supervise the Self-Help énd Troop Training Projects.

13. Develop working relationshships as Marine Liaison with civilian and

military organizations to insure open communications regarding mutual éreas

of concern. | | :

14. Supe%ﬁfse MaintenanceManagement Program for Base Maintenance.

15. Assist the Base Maintenance Officer in matters. pertgining-to.military e
personnel assigned to,Bése Maintenance. |

303. POINTS OF CONTACT e

1. Branch Heads,_Basé'Maintenance Divisioﬁ.

9 Organizational S-4/G-4 . _

3. DSSC/Shop Stores (parts gqquisitioﬁ, ext. 5762) (Shop Manager, ext. 3413)
4. Logistics (0IC, ext. 5520) | ' ' ‘

5. Assistant Chief of Staff, Facilities (ext. 3034)

6. 'ﬁatural Resources and Environmental Affairs, Aésistant Chief of Staff,
Facilities, ext. 5003 '

7. Self-Help/Troop Trainings-ext. 5202

8. Game Marden, ext. 5226







-

9. FSAMO (Naintenance Managemenf ext. 6162/6272)

10. Base, Ma1ntenance Management Officer, Assistant Chief of Staff,

Logistics, ext.

304. REPORTS REOUIRED

Title Due Forward To
Self-Help/Troop Training 12 each month Cost Acct Off
Shop Schedule Weekly from shop T N/A

Command Chronology ~ Semi-Annual . ~ AC/S, Fac
305. REFERENCES ' | -
Lo MC0 P11000;7, Real Property Facilities Manual, Volume III
.. MCO P11000.5, Real Property Facilities Manual, Volume IV
BO P11014.1G, Base Maintenance Order

Destruct1ve Weather Plan 1 81 RIS SR s bl A

R e s T

2
3
4. MCO P4790.2, MIMMS Field Procedures Manual
5
6

MO P3141.1H, Base Ma1ntenance 01V151on SOP for Destruct1ve Weather/

Disaster Preparedness Plan

4 -

J 5000 < 1] P4790 A, Standard 0perat1ng Procedures for Maintenance Hanagenent

306. DAILY PROCEDURES Normal viorking hours are 0800-1630, Monday through

Friday. Lunch period 1130-1300.
1. Check Director's schedule, incomingvcorrespondence, and status of
se]f-he]p with NCOIC. Check Togbook at Night Duty office.

2. Make 11a1son with selected S-4's.

3. Visit shops once a week.

4. Review shop schedule weegly.
5. Prepare correspondence . . ; i
6. Set next day's schedule

NOTE: Supervise the operation of Disaster Control when required.
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307.. ORGANIZATION

 §) Agéiétant'Djrector, Operations Branch (one 04 - 1330). (See paragraph
702 for duties.) .

2. Operations NCO (one E-8 - 1379). (See Section IX for duties).

308. RéVIEH}SIGN SPECIFIC JOB ORDERS |

1. Check cover sheet for following jtems:
a. Project number, if new work, in Facilities Project box.
b. Accounting data and job order number box, insure it is completed.

c. Type of work box, identifiy if write up is maintenance or new work

and so states in block. Block should also indicate if work is reimbursable.
d. Supervisor's initials for b]anning and Estimating and Work Reception
in "Reviewed By" box. |
e. Mj}itary labor statistics hours should be included en Troop Training
job orders;:.
f. For any questions with Planners-and Estimators or Work-Reception- - -~ -- oo
Branch supervisor. |
g. Sign EQF return to secretahy for copy énd distrfbution.

309. QUARTERLY WORK PROGRAM

1. Established by supervisor of Work Reception Section.

2. Any emergency or high priority changes go through'the York Receptiqn

supervisor and Hork Management Branch supervisor.

3. Requests for changes oriéih&te from Base Maintenance Officer, Director,
Operétions Branch, Assistant Chief of Staff, Facilities or separate units.
4. Requests from separate units ghould'be essential to their mission
éccomp]ishment or saféty and'§hoﬁid be-discussed with appropriate sdpervisors. _
Changes in schedule make it'difficult for planning and shop operations. -
5. Considerations before approving changes are shopload, man-hours, and most

importantly, material procurement.
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310. MATERIAL PROCUREMENT/DELIVERIES

1, Hater1a1s are obtained from either the Marine - Corps Supply System
(DSSC) or open purchase (Purchas1ng and Contracting).

2.- Selected job orders may require direct liaison with either of the above
§ections to speed dp delivery of materials. '

3. Priorities upgraded for these items should also go through Work

, Management with Priority 7 being the highest priority. But keep

‘priority upgrading at a minimum as it obviously looses crgditabi]ity‘and

disrupts the system. Make liaison calls when necessary to emphasize
established prictities.

4. ~Purchasing and Contracting can open purchase without a bid for anyfhing
over 2 required delivery date or that is a sole source item.

- Items.not in stock at DSSC can be Blanket Purchase Agreement (BPA'd)

if needed before their expected system delivery, date.:

B S Smeeibin o0 b A et e 0d { Gt emediame o1y, B oo ety & e i 6 M

311. EMERGENCY MAINTENANCE AFTER HOURS

1. Assistant Director, Operations is on call at all, times for overtimg or
special work ad%horization'from the night emergency deék.

2. Communication centers should Be kept air conditioned especially Bage'
Communications and often need dvertime approval for ahlair coﬁdftioning
mechanic. . ' 9

3. Overtime for air conditidnihg in housing is generd]]y'0n1y authorized when
a-medical situation exists. | ‘ ‘

4. Broken poﬁer]ines, sewer and waterline breaks generally heed overtime Qork.‘

5. Use best judgement on approving ovértime call-ins tryfng to keep down

overtime charges.
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" Base ‘Maintenance Officer.

6. Marines man the emergency desk from 2400-0800 daily, including weekends
and all day en holidays. Civilians work the desk all other after hour
periods.

312. "DISASTER CONTROL CENTER

1. Marine Corps Base, Camp Lejeune, North Carolina Destructive.Weather Plan
1-81 gives overall guidance. Base Disaster Control Center will give direct

guidance for actual activation. Otherwise activation will come from the

2. Base Maintenance Disaster'Control Center SOP gives specific guidance for
operaticn of the center.

3. Disaster Control Center may be used for fires, snow, hurricanes or:

national disaster.
4. Disaster Control Center is.located in the Conference Room, downstairs,

Building 1202. Ample phones and maps are available. Forestry and mainte-

B N —— o~ - — ——— B - - o o i et 8

nance shops radio nets are permanent “and Base Commun1cat1ons w111 prov1de

add1t1ona1 radios when needed. - :

5. You are the_Operatlons Officer for the’Center wfth Base Maintenapce'Herines
operating the phones and radios. Representati?es from the shopstshquld be

evailable through the Maintenapce and Repair Branch ape administrative items ;

are obtained from the Directdr; Administrative'Brenth as per the Dieaeter Order.

6. Liaison is made with 2d Force Service Support Group (Rein) and 2d Marine ;
Division, FMF, Officer of the Day or G-4 for men and equ1pment support is needed .:”
to augment Base Ma1ntenance assets. , -y
7. Fuel cards for these vehicles are kept in your desk and should be renewee'
annually. j | . '
8. If time permits, have Planners and Estimators write up rough job orders

for whatever emergency exists. Otherwise, have them do it as soon as possible

the rnext workday.
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9. Knep the Base Maintenance Off1cer and Base Disaster Prenaredness Control
Center appraised of S1tuat1ons

313. SELF-HELP/TRCOP TRAINING

1. Conduct overall supervision while Operations Division NCOIC handles
direct control. (See Section IX)
2. Review monthly data readout from Director, Administrative Branch on

status of materials purchased for excessive use or excessive amounts of

do]]érs spent.

3. Ensure monthly status report from 8th Engineer and Zd~Engineers is
correct before ferwarding.

4. Occasionally, inspect jobs for quality, and timeliness of comp]etibn.
5. Strictly enforce Troop Training fegulations and report Eny unauthorized.
ccnstruction to Assistant Chief of Staff, Facilities.

314. MARINE LIAISON

- A e e——— ——————
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1. Estab]1sh and ma1nta1n a good work1ng relationship with all unxts,

specifically the G-4's and S-4's officers 1nc1ud1ng the Marine Corps A1r

.. Station (Helicopter), New River.

2. Keep them abreast of how Base Maintenance works and the flow of their

vork requests.

3. Visit the G-4 and S-4 shobé regdlarly and make.a point to educate_new

officers in those billets about our organization. :

4. Assist in any way with their facilities haintenénce problems withoUt-ceusiﬁgf}ﬁ'
too much conflict with the Base Maintenance shop's efforts. ’

5. The Base Maintenance Order, BO P11014. IG MCO P11000.7 and MCO P11000. 5

give most of the guidance and support needed. Know them well. A

6. Assist Base Maintenance personnel with problems that might arise with

military units i.e., stolen tools, access to areas, changes in work scope.






-
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1. Guidance is given by current Marine Cecrps and Base Maintenance, Maintenance

" pance. This includes ma1ntenance training, parts control, equipment mainte-

7. Speak for the Director, Operations Branch whenever possible relieving

him of daily problem solving.

315. " MAINTENANCE MAMNAGEMENT

Management Orders.

2. Perform the duties as the Maintenance Hanagement Officer for Base Mainte-

nance, directives control and inspections.

3. Report directly to the Base Maintenance Officer on matters pertaining

to Maintenance Management.
4. FSAMO located on Base at Camp Gejger{or the Base Maintenance Management
Officer Officer, mainside, will assist vhen needed.

5. Read the Base Mawntenance, Ma1ntenance Management Order as to some

P T S S i el h L G———— s S S e — — b —— 1
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of the unique systems w1th1n our Ma1ntenance P“ogram Contro] and requ1s1t1on
of mater1a]s. It is significantly d1fferent than for EMF units.

316. MILITARY-ASSISTANT FOR BASE MAINTENANCE OFFICEB, Oversee all admxnxstrat1ve

requirements for Marine pérsonne] at Base Maintenance, using the_Operations NCO

and Base Maintenance NCO for direct control:
1. Conduct personnel inspections weekly.
2. Oversee leave, fitness reports and other administrative matters for military :
personnel. ‘ | -
3. Ensure Support Battalion and Base bersonnel provide personnel'tep1acements. -
4. The following military personne] are ass1gned as 11d1cated

a. Game Wardens - Game Narden Section '

b. Roads and Grounds and CO's Driver - Base Maintenance NCO

c. Motor Transport - Base Maintenance NCO

d. VYork Reception Section - Operations NCO

e. Lawnmower Repair Shop, Base Maintenance NCO

¥ '






6. Attend Suppert Battalion's CC's meeting when they occur.







2N

402. RESPONSIBILITIES * S

1. Provides engineering expertise and technical assistance within

» SECTION IV
HAIHTEGANCE ENGINEER, Maintenance Service Contract Support Section
401. PURﬁOSE; 'Provide technical a;sisténce to the Base Maintenance
Division on Commercial Activities and other studies aﬁa investigations
as di}écted by the Director of Operations Branch and manage the contracting

of maintenance and new work desired by Base Maintenance Division.

\

- - . L ) \ -
Base Maintenance Division, as required.

2. Prepares the Annual Backlog of Maintenance and Repair (BMAR)
Report and Annual Projects Plan. v |

3. Provides liaison with thé Public Works Division and Resident
Officer in Charge of Construction on contract matters. .

4, ConductélCommercia]dActivities“Bg{iewg of in-house functions. __ e S i T

5. Ensures that warranty work is aécqmpiished in accordénce with
app]icabie contracts. e ; " _”
6. Acts as Se;Vice'Contracts Managef or sub-delegates the function . ' |

to a member of thé section. Responsible for administration and
quality assurance of all maintenance service contracts in effect.'

403. POINTS OF CONTACT

Base Maintenénce Branch/Division Heads

Assistant Chief of Staff, Faéi]ities - 3034 |
Assistant Resident Officers in.Chargé of'Construction - 2581
Public Horks Contract Specialist - 2581 |
Public Works Design Director -- 2231

Management Assistance Division, Assistant Director - 5521

Work Reception, Family Housing - 2577






»
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404.

REPORTS REQUIRED -

DATE DUE  FORWARD TO

Commercial Activities Functional Reviews As Req MAD/PHWD
Annua] Projects Plan - : - 10 Oct CMC
Annua] Backlog of Ha1ntenan e & Repa1r (BMAR) 10 Oct cMC
Request for Contracts 1 Feb PHD
M-1 Contract Status Report Monthly | Dir, Opns
%tatus Report for Family Housing _ Heekly Dirs, Opns & M&RBr ;.
| : ‘
405. REFERENCES -
1. MCO P11000.7, Real Property Facilities Manual, Volume III
2. MCO P11000.Z, Real Prnperty Facilities Manual, Volume IV
3. BO P11014.1, Base Maintenance Order
4. mcB 4860, Commercial Activities Program Review Scheduie
5. CMC Msg, 080017Z Jan 82, MCBUL 4860 Facilities Maintenance Service Contracts
-6.. CMC Msg, 051505Z Apr 82, Allocation of Commercial Activities (CA)-M-~w-i~7-~m»-«ua-
Personnel (CHC Code LPF-4) st e Sy
7. ALM 39-4013-RB(C), Management of Commerc1a1/1ndustr1a] Type Act1v1t1es Program
~ Course (MCPC) 8A-F22/551-F8(JT) Student Reference Book =
8. Circular No. A- 76 Policies for Acqu1r1ng Comnerc1a] or Industr1a1
Products and Serv1ces Needed by the Government
9. NAVFAC M0-327, Service Contracts: Specificationéiand SurveilTance '
10. NAVFAC P-68, Jdan 79, Contracting Manual |
406. DAILY ROUTINE
1. Normal work hours are 0800 to 1630, Monday through Fr1day Lunch: period .
is 1200 to 1230 daily.
2. Assign work to emp]oyees report1ng for work.
3. Attend pre-construction conferences, if schedu]ed | .
4, Coordinate with Management Ass1stance Division and Base Ma1ntenance Division -
supervisors on Commercial Activities.
5. Coordinate with Public Works Division on contract change orders.
6. Brief Operations Director, Base Ma1ntenance Division, on Commercial

Activities and contract status.






y ’Recejve reports from section personnel at 1615 on work progress and
problems. .

407. PAPERWORK FLOY -

Hork-gtems from projects identified by the Inspection Section.'After
.c0nsu1tetioﬁ, work is identified by inclusion in the Annual Prqject Plan.
Requests for studies and contracts are submitted to the Public Works
Officer. At the time of submission, a rough project scope and cost

+ estimate should be provided to the Public Horks Division. When the contract

s ready for award the Public Works Division notifies the Maintenance

Service Contract Support Section (MSCSS), of the amount of funds to be positionedf

with the Comptroller to cover project cost. Documentation is submitted
to Finance and Accounting authorizing the; positioning of funds. Should
change orders be necessary while the contract is open, documentation

for additional funding is processed in 1ike manner.
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A1l funding commitments issuing M 1 d011ars are recorded by MSCSS to prOV1de
ongoing account1ng of funded commitments &nd progects status. Once each
nonth a reconc111at1on of funding amounts is made between MSCSS and F1nance

'and Accounting.

Once a project is identified for contract a projeet folder is pfepared.j
Al11 documents including Plane.éhd Specifications received are filed in
the.efoject folder. The folder proQides a complete record of the project.
In addition a logbook and cross reference cards are kept‘to track studies
and contracts. Prbjeets are’fi]ed by fheir_contrecting statds, i.e.,
proposed, ongoing and completed. Warranty ca]]s-are Togged and the status

of the warranty deficienciés maintained until resolved.







408:' ORGANIZATION

¢ 1 Héintenénce Engineer, GS-11 (See paragraph 402 for duties)

2. Industrial Engineering Technician, GS-9, collects and analyses

data‘on.functions under Commercial Activities review to evaluate performance,‘

‘costs and scope with particular emphasis on use of engineered time standards

and methods of time measurement.

%. Hechanical Engineering Technician, GS-9, investigates maintenance

' deffciencies and practices in order to prescribe actions to overcome the
Qeficiencies and improve ma}ntenance ﬁrocedures.
4. Editorial Assistant, GS-5, coordinates and coilects data for Commercia]
Activities functions by assisting others to assemble and organize the.
wateria1, working under the direct supervision of the Maintenance Engineer;
5. Clerk/Stenographer, GS-4, performs all clerical/stenographic duties
required by the MSCéS Maintains contract and study f17es for easy access.,

6. Engineer Aides, GS-3, (Two) gathers data in support of Commerc1a1

Activities reviews.

-
¢

409. DETAILED RESPONSIBILITIES

1. Provide Technical Assistance

a. Conducts engineering studies of Base Maintenance operations to determine
areas vhere efficiency'and productivity can be improved. Such studies
1nc1ude workload distribution vs shop force capability, trade sk11] requ1rements

in each shop,- workforce transportatxon and communication requ1rements

and other engineering studies as assigned by the Director.

b. Reviews Naval Facilities Engineering Command Directives, engineering
publications, technical manuals and trade journals to keep Base Maintenance

Division informed abcut "state-of-the-art" in new maintenance materials and







o memst

one for Public Works Division and one for Commandant of the Marine Corps

representative to take back to Yashington.

3. Lidison with Public Morks

Prepares a prioritized list of work proposed for accomplishment by
contract for review and approval by the Division Director. Assumes total

responsibility for the execution of the approved contracts program thfough

,c]osé liaison with the Public Works Division. Provides the Public Works

\

Officer with the scope of wdfk for each contract, reviews contract plans and
specifications ayd prepares comments and recommendations to the Public
Horks. Officer concerning sections of the proposed contract which have impact
on the maintainability of the facility. The Maintenance Engineer attends ’
bid openings and pre-construction conferences and works é1o§e1y with the
Resident Officer in Charge of F?nstfueﬁi°"_99fi§9,i€t9§1l99tf9rménsﬁ_2f _

contract work, and is responsible for final acceptance of contract work

along with the Resident Officer in Charge of Construction. Frequent liaison

. is provided the Public Works Division and the Resident OFficer in Charge

of Construction to coordinate many of the details implicit in contracting 3

out proposed work.

4. Commercial Activities Revﬁgw

Conducts or participates in Commercial Activities Réviews of functions
accomplished in-house by the Basé Maintenance'Departmgﬁt. Ana1yses the
in-house function and determines the scope of work to pe subjected to

cost comparison for purposes.of determining whether contract or in-house
accomplishment is more cost effective. Prcvides the draft of the Performance
llork Statement (PMS) to ensure that it conforms to the scope of work being
accomplished in-house. Participates in the preparation of the Government

cost estimates used for cost comparison with contractor's bids. Provides

v

‘

[P

. .. S






information on equipment to be placed in standby, position descriptions and
materjals to be.used on contract. Prepares implementation procedures for

contract work as well as the quality assurance plans. -

5. Harranty Reviews

Inquires of Base Maintenan Diviscn personnel and others to determine
whether deficiency reported is covered under warranty. If so, notifies

in writing the contractor of need to respond. When written reply is
received from contractor of‘cbrrection the warraﬁty log is noted. If

a written reply is not received by the contractor, follow up is undertaken.
If satisfaction cannot be obtained from the contractor the Public Works
Officer is notified in writing of the nature of the complaint and requested

to enforce. the warranty.
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SECTION V
" SUPERVISOR, WORK RECEPTION SECTION

501. PURPOSE. Receive, screen, classify and initiate action in response

to customer work requests. Prepare Annual and~Quarter1y Hork Programs T f.£f
insuring that Maintenance and Repair Branch work centers are provided |
: w\th a ba]anced workload which utilizes the full product1ve capabiltiy
iof each work center.

“

502. RESPONSIBILITIES. o

11 Formulates Annua] and Quarterly Work Program

2. Reviews and assigns quarter to all specific job orders

,%- Maintains Quarterly Plan boards and Standing Job Order boards

4. Reviews week]v schedu1e,'Shop Analysis Report and Maintenance and Repair

Branch Shop Ticket Report

5. Research projects for Director and Assistant D1rector
6. Screens, classifies and takes act1on on'a11.1ncom1ng customer work_<

-

requests. g

7. Provides status of work reduests and fé]ated'jOb order status‘to. :
customers upon request. . | g ' v

8. Maintains Facility History Files and customer f1]es

9. Ident1f1es specific job order variances and initiates action to 1nvest1gate
reasons for variances.

503. POINTS OF CONTACT .

_ i

Phone - RO
- * ;

|

Branch/Section Heads, Base,ﬁ;%ntenance Divis{on ;

Supervisors, Operations Branch | ;
Supervisors, Maintenance and Repair Shops , .
Assistant Chief of Staff, Facilities : 3034 e : }

6-4, zd MarDiv 2516






_Phone
Engineer Support Officer, 2d FSSG - 3456
504. REPORTS PEQUIRED

- Title i : ReVieq e Forward To
Weekly Schedule Weekly File
Shop Analysis Report Weekly File

Maintenance and Repair Ticket
Report . Heekly s R AR
‘Estimated and Performance Analysis Report 1st of Month File for FY

Labor Analysis Report =)  Ist of Month  File for FY
Standing Job Order Report - ‘ 1st of Month  File for FY
Completed Specific Job Order Report 1st of Moﬁth e far &Y
b Prepare
Ticket Report RS : 1st of Month - anance.& Accouhtihg

505. REFERENCES :
MCO P11000.7B, Real Property Facilities Minual ™ =
MCO P11000.5E, Facilities Project Maﬁual |
BO P11014.1G, Base Ma1ntenance Order

: 506. DAILY RDUTINE Norma] work1ng hours are 0800-1630 Monday through rr1day;
.Lunch period is 1200-1230.

1. Process work requests.

2. Process job orders. ‘

B Coordinate with shops on hféh priority and emergency work requests.

4. Research for customers, Director, and Assistant Directpr‘és required.'

5. Conduct work on Quarterly and Annual Plans.

6. Reyiew work of clerks. i

7. Review reports.
8

Hork on job order variances.







507. ORGANIZATION

1. Supervisor, Enginéering Technjcian,{GS-Q

2. CTerk, GS-3 (two). The responsibilities of these positions are'performing
all duties associated with maintaining job orders and tickets, assisting

with the Quarterly Work Program, budget and Long Range Maintenance Program. :
3} Clerk/Typist, GS-3 (one). The reSpon§ibi]ities of this position are
'pérfonning all duties associated with customer relations, emgrgency/service
work authorizationé, materia&.issue.

4. Military Personnel. 'The responsibilities of these poSitions.are a

combination of work performed by Clerk and Clerk/Typists.







£

508.'_RAPERHORK FLOW

s work_géquests
a: Receive incoming requests. Date and time stamp. Annotate with
cqstoﬁen unit designator code.
b. File copy of request in customer file.
c. Screen and classify work requests as follows:
(1) Work to be accomplished by ticket. -
(2) Route to Inspecyion Section for inspection and possible write up
or Damage Reporf. ] ‘
(3) Route to Piénner and Estimator Section for job order.
(4) If disapproved, route to Assistant Director, who will return to
sender with reason for work not being accomplished.

d. Return customer copy to customer activity 1ndicating'actioh taken.

2. Job Orders

. e Bt . mliat et WS P S o e e e e e e — —

a. Job orders are received from the Planning and Estimating Section. Work

B

Reception Section assigns the quarfer for accpmp]ishmenf of the work in accordance

-

with shop hours availapleas indicated on the Quartétly Mork Program.

b. After assigning Quarter programmed, job drder is routed fo Director,
Operations Branch for review and approval by signature.

c. After approval, job order is routed to Finance and Acéounting Section

for assignment of accounting data and job order number.

d. - Operations Branch secretary prepares suffitient copies for distribution

as follows:

(1) Shop copies to Work Management Section for material procurement and

subsequent distribution to affected shops when job is placed on week]y schedp}e,

(2) Copy to Base Cost Accounting.

(3) Original to Work Recéption Section for filing in Facility History

File.






3. Job Order -Close Out Procedures

a. Upon completion of work, shops involved report completion of job order
to VWork Management Section.
b. lork Management Section files one copy.and routes one copy to Planning

and Estimating Section.

;
: ;nd insures that ail job order amendments are completed. Routes the complete
job order to Branch secretary who includes the job order number in the job order-
closeout Tetter to Base Cost Accounting.

d. Branch secretary routes the completed job order to Inspectidn‘Section
for deletion of the work from the Backlog of Maintenance and Repair (BMAR),

Report.

e. Inspection Section routes the job order to the Work Reception Section

for annotafing the comp]etion date of the work in the Facility History File, e

4. Emeroencz/Serv1ceng/S) Uork T1ckets

a. Emergency work tickets are wr1tten from te]kphone requests

b. Service work t1cxets may be written from te]ephone work requests at
the discretion of the Work Recept1on superv1sor.

c. Work may be authorizad by an E/S ticket on]y“if:

(1) The work can be completed in 16 man-hours or Tess.

c. Planning and Estimating Section supervisor reviews completed job orders',.

(2) The total cost of Tlabor and materials dues not exceed $400. ; gs=~*'

(3) No more than two work center are involved.
d. Tickets are transmitted to shops by "Te]autograph" nach1nes.

e. Engineered Performance Standard (EPS) hours are entered on the f11e

copy only.







f." Active (uncompleted) tickets are filed by work center and building

number.

g, Completed tickets are returned to the Work Reception Section by

the shop involved. Shop enters completion date and hours used.
h. Completed tickets are matched with tickets in the active file,
removed from active file and filed in completed ticket file by building

. number.






SECTION VI
_ MAINTENANCE INSPECTOR FOREMAN
601. PURPOSE. Supervise a Continuogs Inspection Program of all buildings,
utilities, roads and grouhds for which Base Maintenance is responsible.
Supervise preparation of inspection reports and cost estimates for work

required to correct maintenance deficiencies.

602. RESPONSIBILITIES.

1. Supervise and review Control Inspection for BMAR Report.

2. Assign work to be written up for Annual Plan, review detailed inspection
reports, monitor‘incoming requests and take required action, ensure that damage
repofts are promptly written up. '

- Updatg the Long Range Maintenance Plan annually.

4, Scheduie Useable Completion Date (UCD) Inspections with Public Works
Division.

5. Preparation of preliminary scope of work and cost estimate for M-1 and
M-2 projects.

6. Monitor service contracts through assigned inspectors.

7. Keep necessary records on persbnne] and equipment.

603. POINTS OF CONTACT.

1. Branch Heads, Base Maintenance Division

2. Public Works, Contract Division, telephone extepsion 2581

3. Public Works, Design Division, telephone extensf&n 2213

4, Assistant Chief of Staff, Facilities, MCB, telephone extension 3034

5. Natural Resources and EnvjronméntaT Affairs, Assistant Chief of $taff,
Facilities, MCB, telephone exteﬁsioﬁ 5003 ‘

6. Operations Bfanch,_NCOIC for Self-Help/Troop Training Projects, telephone
extension 5202

7. Base Plant Account Officer, telephone extension 3967/1453






£ N
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604. REPORTS REQUIRED -

" Report Title Due Date Forward To
Backlog of Maintenance and Repair 10 Oct _  CHC CODE LFF
Facilities Condition Report 1st Fiscal AC/S, FAC, MCB

Quarter

605. REFERENCES
BO P11014.1G, Base Maintenance Order
MCO PlldOO.SE, Real Property Facilities Manual
[MCO P11000.7B, Real Property Facilities ﬁénua], Voi iiI

.\

1

2

3 <

4. HNAVFAC MO 332
5. BO P11101.30I, Family Housing Administratfon
6

NAVFAC MO 110

606. DAILY ROUTINE. Normal working hours are 0800-1630, Monday through Friday.
Lunch period is 1200-1230. ,

1. Check calendar for scheduled appointments.

2. Assign work to Inspectors.'“" '“—~~~~-_"~~““"~J“W'ﬁj“ﬁ“'“"“MM**-“*“-';“~—~-"-4*"*
3. Assign vehicles to Inspectors. l Pl

4. PReview WOr& requests. . : ; e : -

5. Hork on BMAR Report. '

6. Prepare reports as needed for specfa] projects or contracts.

7. PReview job orders written'by Inspectors and turn them over to P&E Section.
8. Review Ihspector's reports prior fo fi]fng in inspection fi]es;‘ :

9. Select work for inclusion }n'Annual Work Plan for shop forées and contract.
607. PAPER FLOM

1. MWork requests received are reviewed and proper action taken on them.

2. Information from Control IhspectioanepOrts is written into BMAR. Reports

are refiled.

3. Scope of work and preliminary cost estimates for M-1 and M-2 projects are

written and sent to Public Works for design and contracting out.

4. Designed contracts are reviewed and filed.







60§l= ORGANIZATION
Maintenanéé Inspector Foreman, WS-10. See paragraph 602 for duties.
2. Building Maintenance Inspector (Structural), WG-11
a. . Performs Control Inspections on the structural portions of all
buildings, utilities, roads and grounds for whiﬁh Base Maintenance is
responsible.
g b. Performs inspections as required by written work fequests.
¢. Performs detailed inspections on the structural portion of buildings, “
rpads and grounds for work to be entered into thé Annual Work Plan.
. d. Performs‘annua1 and semi-annual inspections on railroads.
e. Prepares scope of work and pre]iminary‘cost estimate for projects
ant to Public Works for design and contracting out. ‘

f. Reviews plans and specifications from Public Works DUesign Division

for potential maintenance problems.

3. Building Maintenance Inspector (Piping Systems), WG-11

Performs Control Inspect10ns scope of work and pre11m1nary cost est1mates

]
» T
\
\

for projects sent to Pub11c Norks and other tasks 51m11ar to those in 608.b.

except mechanical in nature. Monitors vent hood and e1evator service cpntracts;
4. Buiiding Maintenance Inspector (E1ectr1ca1), WG- 11 Same duties as 608.b.
and 608.c., except e]ectr1ca1 in nature. ' ' |
9i Bo11er Inspector, WG-11

a, Develops and 1mp|ements Conu1nuous Inspect1on and cert1f1catlon of a11
béi]ers and unfired pressure vesse1s.

b. Maintains Tilés on inspeciionévand certifications.

c. Performs other dutieé_similar to Piping Systems Inspector.






609: ngpervise and review Annual Inépection of facilities for Backlog of
Maintenancé and ‘Repair Report (BMAR).

1, Prcpares inspectioﬁ schedules oﬁ a weekly basis for inspectors.

2. Reiiewé Annual Inspection Summary reports to find in-house and contract
work.

3. Lists in Long Range Maintenance Plan/Annual Inspection Summary all repairs
that wiil be considered backlog for the next fiscal year. Removes any back]ogged
'repaifs that have been or wi]] be completed in the current fiscal year.

610. Incumbent directs and schedules detailed facility inspections from
vhich shop work orders are planned and estimated for inclusion in the Annual
York Program. Reguests for inspections may originate from work requests,
Assistant Chief of Staff, Facilities or shop supervisors. Reviews incomingi
viork requests and damage reborts Directs inspectors on whac action to take.
Records deta11ed written Job order 1n Job order record book and gives to ;
Planners and Estimators to estimate.

611. (UCD) INSPECTIONS. Pcovides inspectbrs with contract specifications

and plans from contract files to enable the 1nspectors to be sure contract
requirements have been met on usabie completion date (UCD) inspections.’ UCD s
are coordinated by supervisor with Contract Section within the Base Faintenance
Division and with representatiie(S) from Public WOcks Divisioﬁ, Notify the
Contract Section_of any discrepancies.

612. . PRELIMINARY SCOPE OF WORK

1. Provide scope of work with detailed requiréments‘for maintenance and repair _
along with an estimated total cost of labor and material and forward to the
Contract Section of the Base Maihtenance Division.
2. H-1 contracts less than $75,000

M-2 contracts $75,000 and above

R-1 contracts less than $25,000

R-2 contracts $25,000_and above
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" work is accomplished to the satisfaction of the assigned Quality Assurance

613. SERVICE: CONTRACTS

1. Ensures that each Inspector ciosely manages contracts to provide good
servige Torm the contractor.

2. Railroad is inspected semi-annually (July/Jdan). Contracts are with

Southern Raiiroad and Seaboard Coastline. Both are responsib]e-for mainte-
nFnce and repair. Inspectién reports are sent to Public Works, who, in tufﬂ;:
send copies along with letters to the railroad companies. ;

3. Elevators are checked for various repairs bi-weekly, monthly, quarterly,
semi-annually and annually. Contréctor reports to Inspector before and

after each on-site visit. The elevator inspector has to be certified.

4. Vent Hood Contract. Vent hoods are cleaned annually. The contfact

includes cleaning, inspecting, lubricating, making minor repairs and '

adjustmentQ.to maintain vent hood systems. A1l hoods in dining faci]ifies,

clubs, snackbars and schoo]s.]ocated aboard Camp Lejeune; Marine Cofps Air. ;__w"fw.~d_~
Station (Helicopter); and the Naval Regional Medica] Center are ihc]uded'in.‘

the contract. Hoods are~éléo sprayed wifh a.fifé retardent.chémical; This

Evaluator (QAE) who assures that the work is carried dut according to tﬁe

contract. The QAE also sets up fhe schedule with Qccﬁpanis of the bui]dfngs

to have hoods cleaned.

5. Shop 10 contracts are small service contracts written by Planners and. .
Estihétors and issued by Shop 10. Contractor_calTS incumbent priof to wofk

starting and calls again when completed fof inspection. Incumbent sends " . .€q
inspector to investigate and tbntécts Shop 10 upon approval or disapprovaT;.iﬂ

Also, incumbent contacts Shop Planners upon approQal of subject contract 56' ’:;fff

job order can be closed out. Incumbent keeps a file on open and closed Shop

10 service contracts.






SECTION VII
SUPERVISOR, PLANNING AND ESTIMATING SECTION

701. PURPOSE. Receives requests from various sources, plans, estimates
labor and material required, prepares job orders as reguired. o e  ,;

702. RESPONSIBILITIES

! L Ya]idgtes materia]_cost for Troop Training and Sel1f-Help Projects.
2; Investigates and prepares‘variance reports. '

3. Maintains file of estimatés awaiting approval.

4. Maintains liaison with maintenance shops and other units involved in
facilities maintenance and repairs or new work aboard Marine Corps Base,
Camp Lejeune during progress of jobs:issued by the Operaﬁions Branch.

5. Invesfigates, approves, or disapﬁroves request for amendments to jobs.

6. Maintains current fiies of catalogs. of materials..

o & - - m—

7. Evaluates and prepares estimates of Benef1c1a1 Suggest1on
8. Assists with inspection of fac111t1es -as reguesied.

9. Researches and instalis new mater1a1 too1s methods to accomp]xsh

‘Ma1ntenance Division work.

703. POINTS OF CONTACT

1. Public Works, Contract Division, extension 2581

2.. Public Vorks, Design Division, extension 2213

3. ‘Assistant Chief of Staff, Facilities, extehsioﬁ’3034 : : |
4. Base Plant Account, extension 3967/1453 i i ' ; »‘;'f y
5. Self-Help/Troop Training,;extension 5202 .‘4 f} | ; .
6. Natural Resources and Environmental Affairs Branch, Assistant Chief of

Staff, Facilities, MCB, extension 5003

: (:j 7. Branch Heads, Base Maintenance Division







704." REPORTS REQUIRED

Title " Due To
Scheduler's Meeting ‘ _ - Weekly Work Mgmt Section
Preventive Maintenance Job Orders Semi-Annually Hork Mamt Section
Vehicle Log Monthly Motor Transport

705. REFERENCES
1, B0 P11014.1G, Base Maintenance Order
2. HCO P11000.7B, Real Property Facilities Manual, Vol III

3. MCO P11000.5E, Real Propefty Facilities Manual, Vol IV
4. HNAVFAC MO 30%
5. BO P11101.30I, Family‘Housing Administration
6; NAVFAC MO 110

766. DAILY'ROUTINE Normal working hours are 0800-1630, Mehday - Friday,

Tunch perlod 1200 1230. . - . ;

1. Check ca1endar for schedu1ed appo1ntments assign veh1c1es. return te1eph;ne a
calls. e
V,Z. Review work;’incomihg ahd'outooing.
3. Review work requests and ass1gn work.
4. Coordinate/provide R-1 Proaect Program status to Ass1stant Ch1ef of Staff
Facilities. '

5. Review jdb orders and forward to Director, Operations for approval.

707. . -PAPERVHORK FLOW

1. A1l paperwork enters and leaves the section through the supervisor; :Hbrk
reguests are reviewed, ]ogged in and assigned to the lead Planner and Est1mator l
by the supervisor. The lead P]anner and Estimator determines what other P]anner‘
and Estimator's are requires, makes a buck s1ip and job order cover sheet and
attaches them to the work request. As each Planner and Estimator completes his
portion, he attaches his estimate to the work request and forwards it to the

next Planner and Estimator. When all Planners and Estimators complete their

" .
'






.ﬁqu,-thé lead P;;hner and Estimator reviews the job order insures ail

work is covered, signs ét and returns it to the supervisor's desk.

2. Routine maintendnce. Job orders are forwarded to the Programmer.

Se Eﬁergency Maintenahcé. Job.Oraérs are hand carried through the
Programmer; Director, Operations Branch for signature, then to the secretary.
4. R-1 job orders. For estimate only, are forwarded to the secretary.

5. R-1 job orders for issue are forwarded to the Programmer.

708. ORGANIZATION ' -

11; Supervisory Planner and Estimator, 4N-6701-7, Planning and Estimating
Section, Operations Branch, Base Mairtenance Division. Paanning and
Estimating Section has nine Planners and Estimators, (2) Structural;

(2) E1ec£rical; (1) Plumbing/Pipefitting; (1) A/C, Refrigeration; (1)

Sheetmetal; (1) Painter/Sign§ and (1) Grounds Structures.

2. Typical work performed. Prepares detailed job orders in connection with

the maintenance, repa1r, a]teratlon and minor new construct1on Analyses

N P AN o P Rt e Ao e e e i . 188 =8 3 S0 S0 3 e -+ St

maintenance and repair work to be accomp11shed in the Tight of accepted

trade practices, pertinent spec1f1cat1ons, drawings and sketches.’ Makes

on-site v1s1ts‘W1th persons subn1tt1ng requests for-alterat1on and new work
determines their requirements, des1gns and spec1f1cat1ons_qs required.’ Ass1gns :
work in the most efficient job sequence to work centers. Estimate§ total man-
time requirements and details labor cost byIShops, using Engineeréd Pérformancé
Standards, when available, historica] data and by the application of knowledge

acquired as a tradesman. Determines amount and types of materials needed by

.each shop and estimates overall material cost.






SECTION VIII
. SUPERVISOR, HWORK MANAGEMEHF SECTION

801. ;URPOSE. Supervise the schedﬁling of shop workload, the ordering
ﬁnd storage of material for minor and soecific jobs and assist with the
work coordination with custonmers. |

802. RESPONSIBILITIES ol

i : :
{ . o i : e L
1. Review incoming job orders.

2. Assign priority and required delivery dates to job or@ers and be -

available to authorize Blanket Purchase Agreements(BPA's) and walk

through requisitions.

3. Resolve problems on material procurement/deliveries with direct support B _ i
stock control and the Purchasing and Contracting.Department. | | |

4. Supervfsa the operation of the Scheduling and Shop Planning units..

5. Develop and maintain working relétionships with shop forces and Operatiohg;;~__~"_‘
Branch sections to insure 6pén and productive communiéations regarding mutual ~'

areas of concern. 4 ‘1' . 1ue T ok

6. Review the'week1y‘%chedu1e.'.

7. Attend the weekly schédu]er'§>meeting.

803. POINTS OF CONTACT

1. Base Maintenance Division, Branch Heads

' DSSC, ext. 3684/5384
Assistant Chief of Staff, Facilities, exﬁ. 3034
Control Desk, ext. 5861 _ ' | R =
Receipts Control, ext. 3140 - ' | i '

. Technical and Research, ext. 5172/5917

~ o (8] o> w nN
. . L] . .

Cocument control, ext. 2164






804. REPORTS REQUIRED -

© TITLE , DUE FORWARD TO

Heek]y Shop Schedule - . ‘Weekly To-shop§ by noon Wednesday
Wleekly Shop Analysis Report Heekly BMO

Shop Ticket Report Heekly BMO

Job Orders Off Schedule Heekly BMO

Completed Job Order List Weekly Branch Secretary

Mork Status Report No. 5 Monthly  FaA '
Effectiveness Report No. 6 | Monthly  FaA

List of Carry-Over Job Orders Yearly Programmer .

805. REFERENCES
1. MCO P11000.7B, Real Property Facilities Manual, Vol III

2. BO P11014.1G, Base Maintenance Order

3. MO 5400;1A,-Base‘Maintenance Div. Organization and Functions Manual

4. MO P4400.2, SOP, Maintenance-Materia]-Hagagement‘-*’““—'"'-”***-“*-“f* e e

806. DAILY ROUTINE. Working hqdrs are from 0800-1630, anday throUQh Friday.
Lunch period is 1200-1230. POPREL It %t ok el TR
1. Handle scheduling énd materia] procurement prob]ehs other than routine;

.

2. PReview various reports and job orders.

4. Attend weekly Scheduler's Meeting, each Friday, 1000

L}

5. Personnel administrative matters.

-807. PAPERYORK FLOW, Depending on the'item,”this subject is cqvered in

detail in paragraphs 809 and 813.

|

|

|

; . _ . e i

3. Sign approval for necessary request documents. : ] SRR . %9
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808, ORGANIZATION

. Supefvﬁsory Shop Planner (General), WN-6701-7, York Management Section,

Operations Branch. _
b. Maintenance Schedulef (General) 4D-7 - two

¢ 58 'Revfews job orders and assigns starting date based on requesfed
time frame or programmed quarter.

2. Forwards to the Work Management Supervisor for approval of priority

. then to Shop Planners to obtain material.

3. After material is on—band, the job order is given.?ack to fhe Scheduler
to schedule work among the various work centers, authorize work to start,
b&]ances workloactand available manpower, assists in coordinating job with
customers, checks progress beihg made on job orders, reschedules work when
necessary and closes out job when completed.

c. Shop P]énner (General), WD-5 - Six
1. Electrical and Mechanical Trade Duties

(a) Receives job orders from Scheduler, prepares project folders,

reviews material list, projects material from éxcess;stofage to fi]1'matching

.items, submits remaining material list items to Shop Stores and insures that

delivery is coordinated with shop'sthédules. Assist Schedu1ers in contﬁo]]ingA

backlogs and revising or substituting material requirement 1ist and completion

dates.
d. Shop Planner (General), WD-4 - one
.1. Structural trades
(a) Duties are the same as Shop Planner QD-S except related to Shops

81, 43, 44 and 45 only. - - |
e. Clerk/Typist, GS-3 - one .

1. Acts as receptionist, types memorandums, documents, forms and schedule
sheets from handwritten notes or oral instructions. 4

2. Monitors automatic ticket writing machine and distributgs tickets to

appropriate work centers.







3. Maintains working file of all requisitions accomplished, maintains
fi1e5'of all specific job'orders, awgiting materia}, awgiting schedule,
comp]eted, work in progresé, along with correspondence file.

"4, Annotates material received on material list in specific work order
file. Annotates boards as required. |

5 Annofates Purchase Order Number and Estimated Time of Arrival (ETA)
on documents when contract is rec. ved from Purchasing an& Contracting.

6. Purges document file at least every three months. *.

7. Makes inquiries concerning status of material for supervisors in
- :

outlying areas.
8; Records document numbers on file copies of documents when returned
from Shop Stores or other supply points (three)
9. Compiles pertinent information for accomplfshing Monthly Backlog Report:
10. Maintains time cards for personnel in Work-Management Branch;“-4-"'“;"' f-"-"—“~
3. Preparés job order folders for PM projécts and anngtates Awaiting | |

Schedule Board.. e e

12. Maintains copié% of all contracts for material whether BPA‘d or

“

Purchase Ordered.

809. JOB ORDERS ‘

: 8 Specific'jbb orders are estimated in the Operations Branch, A detailed
estimate of materials with source of supply for item or‘stock number if listed.
as such is pfegared on a material list. .

2. "After proper approval" job order is received in the Work Mahagement Section”

for accomplishment. :
3. The Maintenance Scheduler reviews the job order, considers the job in its

entirety, man-hours involved, trades, material, location, and urgency. Provides

a tentative schedule to start.‘






y
.

4. bﬁiority of material is determined by the tentative scheduled starting
date.. The job order is forwarded to the Shop P]aﬁners for processing. The
following steps are followed by the Shop Planner.

a. .A copy of the material 1ist is removed from the job order and each
line item is annotated numerically.

b. Shop Planners provide a folder for the job order and place it in the

. "Rolding for material® file.

c. A copy of the materia}\]ist is forwarded to Shop Stores showing the
priority and requested de]ivery date of the material.
5; Shop Stores stock piles all material they have on hand for that particular
project. The material available is énnotated on the material list and the
material 1ist is forwarded to the supply system. :
6. Documenfs.are prepared by the supply system for the balance of material
that was not available in Shop Stores. Document numbers and directions of
documents are anﬁotated on the material list. '
7. A copy of the mater1a] list 1s dup11cated and returned to the Shop P1anners
Office to be placed in the job order folder. :
8. A daily 11st1ng of material rece1vedv1n Shop Stores earmarked'for prbjéctQ
is received by the Shop P]anneys Offiée from Shop Stprés. .

9. The Shop Planners Office dai1y updates the material 1ist on fi1e for each

~ job order.

10. After materials are on hand, the folder islplaced in the "awaiting schedule®
file. ; , A :
11. After work is scheduled and-accomplished, the jbb order is_é]osed out, oﬁe copy
is retained in the Work Management Office and.a,coby is returned to the Operations

Branch Secretary for routing and final close out. '

810. MATERIAL REQUISITIONING (JOB ORDERS)

1. After a job order has been processed through the scheduling section for

review, assignment of a starting date, required delivery dare for materiél and

2
'







AN

—-ee

and priority, it is turnéd over to the Shop ?1anners for processing'to obtain
the material needed to accomplish the job.

2. Tﬁé'Shop Planner reviews the material list, starts project folder and
stamps the four copies as aépropriate.

3.. The items are checked against the Shop Stores micro-fiche to-insure that ..
the stock number, description, price and unit of issue are correct. |
4. The Shop Planner in the cage reviews the material 1ist and insures that any
avai]éb]e'ekcess material is pulled and tagged for the project and this
information noted on the material list. -

5. The material }ist then goes to Technical and Re;earch for review. and to
determine the best method to fill the material order.

6. As the material list items are ordered and obtained, the Shop Planners
receive status 1ist and copies of material purchase contracts which they use

to update the project folders.

© e e e—. e —

7. After Shop Stoées notifie§ the Shdﬁ-ﬁﬁgahe§1Eﬁéfagief;a1§“for the{projec%ﬂuw.'....“

are in, he inspects the material to insure the proper material and amounts are -

;,on hand. If project is,satiéfactony, the pfoject fo1der'is moved to the "awéiting" '

schedule" file. i SR e - - Frab

811. MATERIAL REQUISITIONING - BLANKET PURCHASE AGREEMENTS (BPA) -

1. The BPA is used for all Priority 7 purchases under $SOO'other thaﬁ projects;
2. The shop supervisor determines_thét the item is not available ét the.Shop
Stdres issue points. ‘ v

3: He then prepares a Form 1149 in ink, stating fhe item name, stock br part
number, source of supply, estimgted cost, unit of issue, number required and

justification for the Prioritx &'e _







Ty

4. 1t the item is not available from the Shop Planner, he notes it on the
request and forwards it to the Supervisory Shop Planner for approval and
delivery to Shop Stores BPA buyer, after entry in the Shop Planner's BPA

log.

5. After the buy is made Shop Stores notifies the Shop Planner that the
. méteria1 is available for pick up. The requesting supervisor is then
notified to pick up and sign for material.

812. MAINTENANCE MATERIAL MANAGEMENT.(ExceSS Material)

1. AN project materials will be issued out on the Shop Planners materials
list by item and any turn-in materials will be received back by item and
th reasonfor not using the item noted on the page. Note: Material will
néed to be turned in pefore job order is closed out. . |
2. The Shop;P1anner will reviéw thé material and make disposition in_the
fof]owing priority: |

a. Shop Stores hateria1'wi11 be-turqed:in fdr_trédit'fn the amohnts
allowed by theif stock,1eve1s; Note: M%feria1iw111 neédvio be turned in before
job order is closed 6ut. . ‘ | ' |

b. If the item cannot be turned in for credit, the Shop Planner will
determine if the item can be déedvto replenish Shop“PEB, specié1'operatihg
stock or shop maintained insunaq;e items (whether storéd in the shop or stored
for the shop by the Shop Planner). | |
' c. Material that cannot be used in the catagories above will be reviewed
by the Inspectors, P]annef anq:Estimators and Shop P]anpers to'determihe if -
the item can be used on a future project. Material identified for this purpose
will be documented, tagged and stored by the Shop Planner. ‘

d. A list of any material not used in any of the above catagories will be
given to Shop Stores to determine what can be turned in without credit if possible.

e. Any remaining items will be turned in to the Defense Prbperty Disposal

3
'






"Office with a statement on the document thét the items are over the retention

Tevel as per DSSC or a non-stocked item as appropriate.

813. ‘SCHEDULERS MEETINGS

1. The Schedulers Meeting is held in the Scheduling Officer every . Friday
at'1000, conducted by the Scheduler and the Director, Maintenance and Repair
Branch and attended by the supervisor of the shop or shop trades, Supervisory
Planner and Estimator, Director, Operations Branch and the Supefvisory Shop
Planner.

- 2. A review of thé current weeks schedule is made by line item with each shop
supervisor stating whether on or off schedu1e with a reason if off.

3. A review of gﬁe next week's schedule is made by line item with each shop
superQisor stating whether they have any problems with the proposed schedule.

4. Any problems or good ideas of a general nature are discussed at this time,

also.






”

~ with local directives. b i : R |

MILITARY OPERATIONS

901. PURPOSE. To provide job description and work scope for areas of
responsibilities of the Marine Liaison NCO for Base Maintenance.

902. RESPONSIBILITIES

SECTION IX A
1i To supervise Marine personnel within the Operations Branch; assisting
the Assistant Director, Operg}ions Branch and the Base Maintenance NCO in
their duties when required. | |
e TO cqordinate and inspect/approve Self-Help Projects for paint.

3. To coordinate and ingpect'Tréop Training Projects insuring work compligs

4. SuperviSe military personne1-workihg at the Lawnmower Repair Shop.

5. Conduct.the Police Sergeapts School at least once a month.

e e e, or b et s TR T G

6. Ensure a Base_Méintenance Duty NCO roster is'made.qﬁt once a'month and

ensure military personnel Stahdipg duty are prober]x supervised; |

7. Conduct a_;e]f4seerce.shopping 1ist for Opgfations'B}ahch at least once

a month. ' . s

8. Coordinate military functions and staffing of the Base Mafnfenaﬁcé'Disastef
Control Center when required in Bui)ding 1202. -

9. Supervise the Apprenticeéhip Program for Marines working in the MOS .

. 903.  POINTS OF CONTACT

, Phone Sl
8th Engineer Support Battalien ' . 5175
2d Combat Engineer Battalion” 4 ey Vil ' 3704
DET "A" Engineer, MCAS(H), N ' ik 00536
Paint Shop | | | 3489
Lawnmower Repair Shop . 1823
MCAS Maintenance 00818







HMCES Maintenance s : v - - 7410

Range Maintenance NCOIC 5211
Assistant Chief of Staff, Facilities - 3034
Work Ménagement Section (SCheduling vork projects) ' 3109

904. REPORTS REQUIRED

Title i Due
Troop Training Status Report - 12th of each month
Base Maintenance Duty NCO - . ,{ <q_'A
Roster ' 25th of each month | |

Self-Help/Troop Training Fiscal Account 'Monthly
905. REFERENCES* '

BO P11014.1G, Base Maintenance Order

BO 4400.16, Lawnmowers

MO 3141.1 , Base Maintenancé‘Degtructive HWeather Plan .

MO 1601.1_, Base Maintenance Duty NCO Orders

o e 6 ol Nt d . g —— e Y — —— . ——— - ————

806. DAILY ROUTINE. Normal working hours are from 080041630. Lunch.peripd
is from 1130-1300. e i AU T it
1. «Sereep work requests ' ;

2. Issue self-help paint

3. Inspection of Se]f—He]p/Troon Tra1n1ng Proaects | _
907. ORGANIZATION. Marine Liaison NCO (Master Sergeant 1371) Seé'pafé 902,
RESPONSIBILITIES.

.808. BASE MAINTENANCE/EMERGENCY SERVICE DUTY NCO

1. Tour of duty for the Eneraency Service Duty NCO is 2400-0800 (nonday through
Sunday) in Building 1202. - E
2. The Duty NCO will serve as supernumerary for the Emergency Service supervisék f{_*

on the same day he has the assigned night duty, except on Saturdays, Sundays and






holidays when he will be assigned supernumerary from 0730-1630. Details
of his duties are covered in MO 1661._, These duties will be rotated
with the Work Reception Desk duties.

909. RECEPTION DESK

1. The tour of duty for the Work Recept1on desk is from 0730-1630 da11y
(ﬂonday through Friday).
2. The reception desk will be operated by one civilian and two Marines
daily and will be under the Livi]ian_superyisor of that éection.
5. The primary mission of the Work Reception desk is to receive all
emergency calls and write out a repair ticket to the appropriate maintenance’
' sPop.

010. SELF-HELP PROJECTS

1. When a Se]. He]p Project has been requested, the Mar1ne L1a1son NCO w111
perform the below Tisted actions prior to 1ssu1ng of any mater1als

a. Research Facilities H1story F1]es for last date pa1nt1nq wes performed.

e -

b. Check #n the files or with the Inspection Sectioh supervisor to see i 5
the building is pending maJor work refurb1sh1ng or contract painting. '
c. Check the Se]f—He]p Pa1nt Log for any other pa1nt that has been issued.

d. 1t approved, issue paint. If d1sapproved, notify unit of reason why.

e. Inspect the job site for preparation and follow-up of paperwork.to ensure |

cpmp1iance’with current regulations, Base Méintenance Order, P11014,IG; paragraphs

"105.26. 205 and 405.
911. TROOP TRAINING PROJECTS

1. VWhen a Troop Training Proaect has been sagned by the Director, Operations

Branch, the Marine Liaison NCO will perform the below ‘1isted actions.

T e —— o P a  anid






a. Maintain a file and log for all Troop Treining Project job orders.
b.; Ensure the eroper issue of-materials. :
c. Oversees the consfruction and completion of all projects.
d. Periodically check the work site for proper construction techniques.
e. Upon completion of a project, conduct a final inspectioe. '
~ f. Ensure job orders are complete, including start/finish date and
estimated man-hours. | ;
'g. After final inspection, remove job order from NCOIC files, initial
and date the Scheduler's copy that is receiyed by the Operations Branch
secretary for cfbse_out of the job order. :

912. DAMAGE CONTROL AND RECOVERY CENTER. Damage Control and Recovery Center

is 1ocate&_in the Conference Room in'Building 1202. Assist the Assistant

Director, Operations Branch in maintaining and operating the center when'

reqeired The center will be activated by the Base D1saster ControT—Center o ——

or by the Base Maintenance 0ff1cer for use dur1ng Snow storms, large flres,

hurricanes or national d1sasters Gu1dance is found in MO P3141.1H and

-

Mar1ne Corps Base Destruct1ve Ueather Plan 1- 81.

913. LAWNMOWER REPAIR SHOP. The Lawnmower Repair Shbp is respdnsfbﬁe'fof

the repa1r of all lawnmowers received from Base Property, 2d Mar1ne D1v1s1on,
FMF; 2d Force Service Support Group (Rein) and the Marine Corps Air Stat1on
(Helicopter), New River. (See BO 4400.16_). Oversees the health and welfare
-'0of the Marinee.of that section. The work is supervised by the Heavy Equipment
Supervisor. : | :

914. POLICE SERGEANTS SCHOOC. Conduct a quice Sergeants School at"]east

once a month. The subjects taught are the proper proceaures for submitting
work requests, key security, self-help paint and proper goundskeeping. A hand-
- ‘out is provided for all Police NCO's. Specially scheduled schools will be

given for ten or more personnel.
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915. MAINTENANCE DUTY ROSTER. The duty roster will be made ot and
distributed to.individpa1s concerned by the 25th of each month. The tour

of duty for the Emergency Service watch is 2400-0800 daily.

91s6. §§L§:§§E!Lg§. Consolidate a 1ist of self-service supplies from within

the Operations Branch and make a shopping tour at least once a month.

917. SELF-HELP FISCAL REPORT. Upon receipt from the Administrative Branch,

i
< réview for discrepancies and check for trends of excessive expenditures

.by'units. Annotate and forward to the Assistant Director, Operations Branch,

\\
for review. File for one year.

918. REVIEW TROOP TRAINING STATUS REPORTS. Status reports are due from

ehgineer units on the 12th of each month. ‘Correct any discrepancies and

bring them to the attention of the unit. Ensure report is consolidated and

signed by the Base Maintenance Officer to be forwarded to tﬁe Plant Account

Division, Cdmptro]]er Department.

1 e——————







SECTION X i
. SECRETARY (TYPING), OPERATIONS BRANCH
\ 1001. PURPCSE. Performé'administrétive and clerical duties for the

Director, Operations Branch.

1002. RESPONSIBILITIES

1. Receives and reviews incoming correspcndence. |
. |

‘ 23 Composes and tyvpe routine original correspondence of various types
for Director's signature.
3. Types all cutgoing correspondenﬁe and reports which eﬁfai]s reviewing
réugh drafts for.format, clarity, punctuation and spelling, checké for
tvping errors.

- 4? Maintains correspondence files, directives and instructions and technical
files.

5. Receives visitors and phone calls. Answers questions and directs visitor/

e —— b ikl S

caller to the appropriate sé;tion or Director.

6. Processes maintenance.job_orders. | |
.. 7. Maintains 13bor distribution cards. Receives and distributes cards and

paychecks. P i i s 3 L Lo 1_{~; '

8. Schedules and arranges meetings,.time and 1ocations,

9. Reaguisitions office guppIie;, eqﬁipment and publications.

IQ,_ Serves as personal assistant to the Director in impTementing instruétions

concerning office procedures for collecting and submitting data for reports.

1003. POINTS DF CONTACT

1. Secretary (Stenographer) GS-6, Base Maintenancé Officer, exf. 2511.
2. Maintenance and Repair BranchASecretary,'ext..5855
3. Administrative Branch pefscnﬁe1, ext. 3722

(' ‘4. Finance and Accounting Section personn¢1, ext. 5122

5. Utilities Branch secretary, ext. 5161






- 6.  Assistant Chief of Staff, Facilities ‘secretary, ext£,3034
7. 'S-4 Office, Marine Corps Air Station (Helicopter), New River

1004. REPORTS‘REQUIRED

Troop Training Projects Status Report : Montnly Cost Account
Railrcad Inspection Report | Semi-Annual _Public Horks
Utilization of Structures, Facilities Report Semi-Annual AC/S, Fac
Command Chrcnology ~ Semi-Annual AC/S, Fac '
| Inspection of Static Grounding Systems Annua] - CO, Spt BEn 1
\\ .

Status of Job Orders : Veekly Cost Acccunt
1005. REFERENCES

1. SECHAVINST 5216.5B, Department of the Navy, Ccrrespondence Manual -

2. SECNAVINST 5210.118, Department of the Navy'Standard'Subject Identiffcation‘
Codes ' h |
3. Base Bu]]ecin 5215 NCB Dlre tives System oeml-Annua1 Chec4]1st

4. Maintenance Crder 5215, Ma1ntenance uuréélice;‘éﬁé:L1as£ i

5. BO 5210 {44 Base GuardMail Operat1ons
1006. DAILY ROJTI , Working hours are from 0800-1630 Lunch per1od 1200-1230

1. Time cards, vech11e report empty outgo1ng correspondence boxes, check
appointments calendar, answer te]ephone ‘

2. Xerox job orders, d1str1bute job- orders. ,

3. Check mail type corresoondence, d1str1buce ma1], answer telephone

4; Empty outgoing correspondence uOXGS, check mail, proofread correspondence.

5. Log out job orders, update appo1ntrents caIendar, file d1rect1ves pub]wcat1ons. _

C ——— ———






1007. PAPERWORK FLOW

See paragraph 1002. " :
L 1008. ORGANIZATION. Seéretary (Typing), GS-318-5, Operations Branch,

Base Maintenance Division, Marine Corps Base, Camp Lejeune, North
Carolina.

1009. DESCRIPTION OF DUTIES

li Receives incoming correspondence and reviews to determine réquired
reference or backup material needed to answer the correspondence, obtains
it from files and routes it with the correspondence to thé.Director or
appropriate Brareh supervisor. See Desk Top Pfocedures Book.
2. Reviews incoming correspondence for suspense dates, maintains suspense
fg]es on correspondence requiring reports or a;tioh and notifies resbonsib]e
personnel of due dates. Correspondence is forwarded to the approprfatg
personnel. | ‘ - tke e sl g
3. Compgses and types routine original corresbondenéel§f various types'for
Director's and Assistant.Direétor's sighatures. See Desk Top Proteddreé Boqk.
-- 4. Types all dﬁtgoingfcorrespondence and répqrts which.entailé'reviewihgu ‘
rough drafts for format, cfarity,“grammar,‘punctudtidn and spe]]ihg, cﬁécks-
Tor typographical errors and comb]eteness thh fegard tb_reféfEnces énd'v el
enclosures. -  Types correspondence %n smooth for signature of Divi;ion |
Director, Base Maintenance Officer and Commanding Generai, SeévDesk Top Procedures Book
5. Maintains correspondeﬁce files, directfves and'instruétions ahd_technfcal. '
files current and up‘to date. in accordance with.SECNAVINST 5216.58 and 5210.113. -
6. Receives visitors and phone ca115 to the Division and depending on the |
nature of the inquiry, answers qhestions or directs the visitor/caller to

appropriate Branch or to the Director.







v ) Procesc maintenance job orders after approval by the Director. Obtains
accounting data from tne'Finance and Accounting Section, reproduces the
requiréd.number of copies based on the nature of the work and shops involved.
assembles in proper order and forwards to the Maintenance and Repair Branch. -
Receives completed job orders and prepares notice of completion to the
Accounting Division of the Comptroller Department. See Desk Top Procedures
Book. | -

8. Maintains labor distribution cards'forlthe Branch. Recéives and distributes
cards and paychecks, maintains various records pertaining to civilian employees,

| performs duties relating to collections and fund drives and monitors beneficial
suggestions. See Desk Top Procedures Book. .A'
9. Schedules and makes arranges for time, 'participants and iocation of meetings-
as directed by supervisor. Ma1nta1ns appo1ntments schedule for D1rector and
Section Heads. : ¥ SRR T M ff--~-— U i e

10. Requisitions office supp11es, equ1pment and pub11cat1ons Acts as key
operator for the off1ca copier and coord1nates serv1ce and trouble ca]ls w1th
the maintenance contractor. _ _. ; : | | i ‘ |

11. Serves as the persona1,assi$tant!to tne'Director"{n ihp]ementing jnctruc-u"'
tions concerning office proceddres and in the co11éction and'subniséton of data ;-
for reports. 'Serves as liaison between the supervisor and subordinatéc.‘ Keeps

informed at all times of the whereabouts of the D1rector Ass1stant Dlrector,

and Sectio supérvisors.






